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EMAIL BASICS

Objectives:

o Sign up for and use a free web-based email account, such as YahooMail!
o Send an email message
o Open your inbox and read an email message
o Reply to an email message
o Use the basic folders: Inbox, Sent, Trash

o Sign out of your email account

o Sign in to your email account

" Yahoo! - Microsoft Internet Explorer prov

JEiIe Edit ‘iew Favorites Tools Help

Step 1: Click

inside address bar,

type yahoo.com,

« .+ _ O 4 | press Entep Ef

Back i Stop  PRefresh  Home | e rawompesTTSmny Tt Prirt Edit Discuss
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Perzonalize Finance Shop Email hiessenger Help

3¢ Anew option. A befter choice. Check out SBC Yahoo! Dial In

» arbvanced search

Search |
« mast popular
New! Sign up for Fantasy Foothall - Play Toki Toki Boom
Shop  Auctions, Autos, Classifieds, Real Estate, Shopping, Travel
Find Careers, Maps, People Search, Personals, Yellow Pages

Connect Chat, GeoCities, Greetings, Groups, Mail, Messenger, Mobile

Organize Addresses, Brisfcase, Calendar, My Yahoo!, PayDirect, Photos
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Step 2: Click on the
“Check Email” icon.
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Sign up to personalize Yahoo! - learn
more
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YAHOO! Mail &7

Welcome to Yahoo! Mail

Help - ¥ahoo!

You must sign in to read or send mail.

New to Yahoo!?
Sign up now to enjoy Yahoo! Mail

“ahioo! Mail iz FREE — sign up now!
Accessible from any internet connection
Plenty of FREE email storage
Filter urwvarted mail with SPAMGUARD

ol cah also create a personalized
email and domain with P ersonal Address

Existing Yahoo! users
Enter your ID and password to sign in

Yahoo! ID: |

Fassword: | 4_

I Remember my 1D on this computer

Sign In |

Mode: Standard | Secure

« Ifyoudon’t have an account yet,
click on “Sign up now” to get one.

« If you already have an account, click
inside the boxes to enter your Yahoo
ID username and your password.
Then click “Sign In”

; Sign up now
% Learmn more... Sign-in help  Password lookup
Get the email address you've always
wanted with Personal Address
Step 3:




Step 4: Fill out form as directed, scroll
down page to find all of it.

YAHOO! Mail &7 Help - vahoo!

Sign up for your Yahoo! ID with Mail Already have an ID? Sign In
Latavzhool D and password for access to Yahoo! Mail and all other personalized Yahool

Click & ~—

in Yahool ID:F Choosing your ID
type . @ '_I\I(ahoo.co"m You will use this
boxes examples: "dairymandd” or “free2rhyme") information to access

Password: Yahoo! each time.

Capitalization matters

Re-type Password, for wour password|
If wou forget your password, we would identify you with this Recalling your
information. password

Security Question: |[select a question to answer] =] g is 18 our only way
verify your identity .

Birthday. [setectonel =] [ (Morth Day,
Year)

Current Email I but hard for other

{Optional): to guess!
First Nams . |. Customizing Yahoo! .
Last Name: Yahoo! will try to Click on
Language & Cortert: {English - United States - provide more relevant
- content and arrows to
Zip/Fosta L’W Gender: i = advertising bag :
; choose item
R from menu.
Industry: | [Select Industry] E

) collected on this pa
Title: |[Select a Title] = an ool
Specialization: [[Select a Specialization] = Sgﬂdﬂgf B GErueet
People Search Listing: ™ List my new Yahoo! Mail address for free

Listing includes real name, city, state, and
country.

V¥ Send me special offers from selected Yahoo! partners through Yahoo! Delivers.
Interests (optional): ]
™ Entertainment ™ Business ™ Shopping Click & type

7 Home & Family ™ Computers & Technology I Sports & Outdoors the WOI’d

[ Health [~ Fersonal Finance [ Travel
I~ Music [~ Small Business [© Sweepstakes & Free St Shown
Wo rification
Enter the word as it is shown in the box below. I Is step helps

Yahoo! prevent
bal

automated
registrations.

If you can not see
this image click here.

By submitting your registration information, you indicate that you agree to the Terms of
Service and have read and understand the Yahoo! Privacy Policy. Your submission of this
form will constitute your consent to the collection and use of this information and the transfer
of this information to the United States or other countries for processing and storage by
Yahoo! and its affiliates. You also agree to receive required administrative and legal notices

such as this electronically .
Submit This Form f/ Step 5 Click here
to finish your

registration.




Use your email account:

here.

Click .

hez to Click here

check to sign out

your mail Click here to — very

in-box. compose an Your email important!
email address appears

YaHOO! Mail ¢

0] Mail |+| (3] Addresses - Calendar ~ “& Notepad -

Check hMail Compose

Folders [£dd]

3 Inbox

(R Draft

Cé Sent

(8 Trash [Empty)

Welcome, Pooh!

£ You have 0 unread messages:

A7\ Welcome to the new Yahool Maill Mow
even easier to use, with gquick access to
Address Book, Calendar, and MNotepad.

gkl Ies
meECredit Report
. Take the Tour - Yiew our Help
Find
0ld Friends l
Free faxes __Yahoo. Personals
Oi” our Yahoo! Millions of people who want to mest
Mail you.
ey o

You get 4 basic folders in your
mailbox:
e Mail comes into your Inbox
e Save rough drafts to Draft

\ahool - My Yahoo! - Help

pechswan2@yahoo.com [Sign Out]

Mail Upgrades - Search Mail - Mail Options

You are using 0% of your 6.0 MB limit.

Get a bigger mailbox for only $9.99/vear!

ADWVERTISEMENT

X Security lert 1 =]

Your Computer's Data 15
Currently At Hisk.

Download Internet Alert Mol

e Yahoo automatically saves what
you send in Sent

e When you delete mail it goes to
Trash

e If you receive unsolicited email
(SPAM), Yahoo puts it in a
Bulk Mail folder. Yahoo will
automatically delete any email

Ignore these advertisements
unless you really want to
see them. Do not be fooled
by false “security alerts” —
don’t try to close the ad by
clicking on the x.

in the Bulk Mail folder in 30
days. Some “non-SPAM” may
slip into Bulk, so do look at it
periodically if Bulk Mail

annears in vour folders list.




Finding email you have received:

Click the “Check Mai
any screen, or clic

” button from
e “Inbox” link

To open any email in
the list, click the link
for the email under the
“Subject” column

- B k= - poohswan2@yahoo.com [Sign Out]
Compose Mail Upgrades - Search Mail - Mail Options
View: All | Unread | Flagged Messages 1-1 of 1 | | | |
Delete | IMark as Unread j oK Imﬁl
(6 Trash [Empty] |~ Sender Subject Date [¥] Size
@Frﬁ r Grebles, Shelley email classes Mon 07/29 1k
Credit Report Check All - Clear Al
Find Delete | IMark as Unread j %l Wﬂl
Qld Friends Wessages 1-1 of 1| | | |

To Reply to email you have received:
Click the “Reply” link at the
top of the email message to
set up a reply form.

Or, to delete email
from your Inbox, click
the “Qelete” button.

5 Mail ~| (3 - B pochswan2@yahoo.com [Sign Out]
Check hail mpose Mail Upgrades - Search hail - Mail Options

Folders [4dd] | ack to Messages Printable Yiew - Full Headers

5 Inbox pelete | Reply | Reply all | Forward [[inline text =] [Move to folder... »]| ok|
(R Draft
Cd Sent This message is not flagged. [ Flag Message - Mark as Unread ]
[ém [Ernpty] From: "Grebles, Shelley" <sgrebles@ci.scottsdale.az.us= | This is Spam | Add to Address Book
To: "poohswan2@yahoo.com' <poohswan2@yahoo.com:s
Free Subject: email classes
%@iit Report Date: Mon, 29 Jul 2002 10:32:20 -0700

Sell aHome
. - Eith Eace

Dear Pooh Swan, Thank vou for helping me to teach

Free faxes the Email Basics classes
em aur Yahoo! at the Library. Now that a lot of our students know
Mail your email addresses, I

wonder 1f you get any email from them?

I appreciate vour participation in this community
computer literacy effort.

I'11l stop by the City Hall pond later to say hello to
vol and Winnie.




Using the Reply form:

The Reply form automatically inserts the email
addre\ss of the person who sent you the email.

5 Mail ~| (3 = - & - poohswan2@yahoo.com [Sign Out]
(\Plain | Color and Graphics ) @ Send a Greeting
Send | Save as a Draft | Spell Check | Cancel |
I%ert addresses from Address Book or enter nicknames {separated by commas)
To: |'q ebles, Shelley" <sgrebles@ci.scottsdale.az us> .
ce: | Beel| Click and type your

Subject: [r= el | reply message above

classes

Bgat‘ghelley, Thanks for your message. I know how =
important email is for information sharing in the
human pond. You can get information from newsletters
and mailing lists by email, that you can't get
otherwise.

Winnie and I are happv to help, and lock forward to
sesing some of your students at the City Hall pond.

--— "Grebles, 3helley" <sqgreblesfci.scottsdale.az.us>
wrote:

>

» Dear Pooh Swan, Thank vou for helping me to teach
» the Email Basics classes
>
>

at the Library. HNow that a lot of our students know
your email addresses, I :J

¥ Use my signature ™ Allow HTML tags [Preview]
Options: ¥ Save a copy in your Sent ltems folder
Send *\ Save as a Draft | Spell Check | Cancel |
Click the “Send” button to send

the reply to your correspondent.

To send a new message: Click the_“Compose” button to set up
a email form (see next page)
LI Mail ~ (3 - B - poohswan2@yahoo.com [Sign Out]
Check Mail Compo Mail Upgrades - Search Mail - Mail Options
Folders [Add] You are Using 0% of your 8.0 MB limit.
I

ggrbaoé( £4 You have 0 unread messages: Get a bigger mailbox for only $9.99/vear
L4 Sent

(& Trash [Empty]

f’f\ Wiialrnme tn the nes Yahon! kdaill Rlesa



. . : N . . .
Click in the “To:” box and enter It 1s good email etiquette to
the email address of the person enter a subject of the email
you want to Q?nd email to. in ﬂle “Subject” Box.
5 Mail ~| (3 - B - & - poohswan2@yahoo.com [Sign Out]
{ Plain | Color and Graphics @ Send a Greeting
Send | Save\as a Draft | Spell Chec | Cancel |
Insert resses from address Bpdk or enter nicknames {separated by commas)

To: ISneakers?llDQ@yahDD.com
Cc: | Bec: |

_ Click in the large text box
Subject: |Librar\,f email classes _and type your emaﬂ

Attachments: | M message

Makers .

Shelley told me vou are a big hit with the email
class students. Do you really get a new emaill account
every time she teaches an Email Basics class?

I guess if a cat can get email and use it, it must
be pretty easy! Winnie and I also have emall accounts
that we set up at the Library.

It sure is fun, and lets us stay in touch with our
cygnets when they leave the nest, here at the City
Hall pond.

Best wishes, but don't visit us at the pond - cats
aren't allowed!

| |

¥ Lse my signature I Allow HTWL tags [Preview]

Options: ¥ Save a copy in your Sent ltems folder

SE"K Save as a Draft Cancel |

Spell Check

Click the Or, click the ¢ as a Draft” button to save a
“Send” button rough draft if you don’t have time to finish the
to send your email before you sign out. You can retrieve
email. your “draft” later to finish and send it.

Working with your Folders: To see all folders displayed in a table,

click the “Folders” link. See next
Lage for the Folders page table.

£ Mail ~| (3 =

14 =7 g L_:::_t]

Check Mail Co Mail Upgrades - Search Mail - Mail Options
Folder$sdd You are using 0% of your 8.0 MB limit.

3 Inbox (1) |

@ Draft ¥4 You have 1 unread messages: Get a bigger mailbox for only $9.9%/year!
(3 Sertt Inbox (1)

ADVERTISEMENT

& Trash [Empty]




Using the Folders page:

Use the Folders page to see how many items are in

each folder, and how much spacg those itexs are
using. You can also add extra foehe\rs from this page

poghswan2@yahoo.com [Sign Out]
- Search Mail - Mail Options

DI Mail ~| (3] = o .

Check Mail Compose R Loz
Add Folder:
MName

| Name

C3 Inbox
add Fold IncomiMm messages are sent to this folder.

|_addrolder | o on

Your Mailbox Unsaet mesagoes are saved in this folder.
Quota: Lé Sent
Sent me saved inthis folder.

(& Trash [Em
You are using 0%

Periodically, is emptied automatically.
of your 6.0 MB Total
lirmit. ota
Get a bigger To open a folder, click
mailbox starting at the name of the folder.
$9 99/vearl
Check Mail Compose

essages Unread  Size

5k
Ok
3k
5] 4 8k
10 7 16k

Mail Upgrades - Search Mail - Mail Options

Deleting email and signing out:

Watch out for trick ads! Do
! Mail 2 not click on these links if
YAHOO! Mail 27| |, dor;‘mﬁmf the ad.

Michael, clicior an importnt message!

If you're not Wichael, click here.

Always click the
“Sign Out” link
before you lgave
your pc. Don’t let
someone elge use
your accourjt!

L] Mail ~| (3
Check Mail

| B

Compose

RS .

poohswan2@yahoo.com [Sign Out]
Mail Upgrades - Search Mail - Mail Options

Folders [£dd]

& Inbox _
(R Draft Wiewr All | Unread | Flagoed Wessages 1-2 of 2 |
& Sent Delete | {Mark as Unread [+ || ok|

| | |
IMUVB to folder... 'l ﬂl

(& Trash [Empty] I  Sender Subject Date [¥] Size
Sneakers o :
p——— i BigBlackCat Re: Library email classes hon O7/29 3k
SeECradit Report pwihelley email classes Won 07/28 1k
_Plan to Check A lear All
.Sell a Home? Delete Mark ™Unred 1O delete mail from a folder, IMDVB to folder... v| ﬂl
Internet faxing click the checkbox next to | | Next |
S the email in the list, then
- . 113 29
Check hMail Compose \Cth the Delete button hrch Iail - Mail Options

S. Grebles 480-312-7801 June 2004 GR#






